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How does Scale to Page work?

As we either create reports from scratch or add additional fields to existing reports, we are challenged with making sure
they stay within the format of one page width. While Scale to Page is available for width & height, the document with
focus on using it for width.

Using the Scale to Page option:

Once you are in the design mode of your report, you will notice under the Page Setup tab, the Scale to Page Sub Tab.

Analysis l/ Page Setup

/Pa-;a | Header | Footer | Scale To Page | Margins | Display |

ﬂ Portrait = | Letter ¥ Width: | Automatic = | Height:| Automatic = | Scale:| 100% =

In this example, | am using the Official SCEIS FI — Appropriation Balances (477 Equivalent) Enterprise Report, which | have
copied into my Favorites. You will notice the report is formatted to be Portrait and print to letter sized paper

Analysis l/ Page Setup |

'_/ Fage | Header | Footer | Scale To Fage | Margins J/ Display

] Portrait = | Letter v |5 Page | = Quick Display

Also note that the report is set on a Page display, not the quick display. This will display on your screen what the printed
page will look like.
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Below is the Report before | make any changes.
D500 DEPARTMENT OF ADMINISTRATION

Fund High Lewel
10000000 GEMERAL FUNMD

Budget
Act CI ¥TO Actual Balance Before
Funded Program - Budget Key Appropriations MNet Transfers Expense Commitmerts
0100.010000.000 ADKMIMISTRATION SO1014 F0.00 F101.,251.00 F167.,133.48 24,117 .5
S01058 F525,352.00 CF43,140.00% F3I5T.G26.80 F124,502.11
S01060 F332,852.00 CB177.219.00% F134.050.81 B21.,589.1¢
S01070 30,762 .00 CF13.404.000 F2.800.25 F7.388.TE
S12001 F7O4,405.00 F202,350.70 F230.,513.80 F166,250.0C
0100.010000.000 ADMINISTRATION Total : 41,683 ,385.00 $159,757.79 41,455,224 30 $343,5918 .45
0107 _100000*000 Technology Inwvestmen S61000 8. TE4 00 F107 5628 .00 F206 352 0C
0107 100000000 Techrnology Imwestmen Total @ d98,784.00 $197,568.00 $296,352 .00
0117 .050000X000 ETW Cowverage - Legis 512001 F338.269.00 (F338,269.00
S61000 $838.269 00 F0.00 $B38.269 0C
0117 050000000 ETW Cowerage - Legis Total : $838,269.00 $0.00 $838,269.00 $0.0C
1000.150505X¥000 Capitol Complex Rent 512001 Fr19.781.00 CFF19.,781.00°
S61000 E719.781 .00 F0.00 F710.781 . 0C
1000 150505000 Capitol Complex Rert Total : $719.,781 .00 $0.00 $719.781.00 $0.0C
1000.150510¥000 State House hWaintena 512001 F54,586.72 (F54.,586.72
SE1000 FE52,000.00 FE0.002.62 FTIT.002.62
1000150510000 State House Mairntena Total : $63568,000.00 $659,002.62 $54,586.72 FE72,415.90
1000.150515X000 hansion & Grounds S12001 F26.114.64 CE26.114.64
SE1000 F126,000.00 F0.00 F126,000.0C
1000150515000 Mansion & Grounds Total : $126,000.00 $0.00 2611464 $959,885.3€
1000.351500X000 Emergency Communicat S12001 37424400 CF374.244.00;
SE1000 F434,244.00 F0.00 F434,244.00
1000.351500£000 Emergency Communicat Total : F434, 244 .00 $0.00 37424400 $60,000.00
1001 .250100.000 Division of Informat SD10s58 F1.208 B77.00 (F207 772172 FB15.341.72 $185.783.11
S01060 F182,500.00 (E150,000.00% PE3I5.561.21 F122,032.1¢C

| want to add two columns to the right, one for commitments and one for Balance after Commitments. Once | insert

the two columns, Anarchy ensues!

D500 DEPARTMENT OF ADMINISTRATION

Furnd High Lewel
10000000 GEMERAL FUND

Budget
Act CI ¥TD Actual Balance Before
Funded Program - Budget Hey Appropriations Met Transfers Expense Commitmerts
0100.010000.000 ADMINISTRATION S01014 F0.00 F191,251.00 F167,133 .46
a0105e F525,350.00 (343,140 0073 F35T 62680 F124,;
S01060 F332,850.00 CF177.210.00% F134,050.81 F21.,580.19
S01070 F30,762.00 (F13,404.00% F0,800.25 BT 36
512001 Fro4,405.00 B202,359.79 FS30,513.89 F160 ;.
0100.010000.000 ADMIMISTRATION Total : $1.683,385.00 $159,757.79 41.,499,224.30 $343.918.49
0107.100000¥000 Technology Investrmen SE1000 F02.,784.00 F107 568 .00 205
0107 100000000 Techrnology Investmen Total @ $98,784.00 $197,568.00 $296,352.00
0117.050000X000 ETW Cowverage - Legis 512001 F838,260.00 (Fa38
SE1000 F238,260.00 F0.00
0117 .050000X000 ETV Cowerage - Legis Total : $838,269.00 $0.00 $838,269.00
1000.150505X000 Capitol Complex Rert 512001 F710,781.00
A6 1000 F710.781 .00 F0.00
1000 150505 X000 Capitol Complex Rert Total : $719.781.00 $0.00 $719.781.00
1000.150510X000 State House Waintena 512001 F54,586.72
SE1000 FE52,000.00 $59,002.62 27 62
1000 150510X000 State House Mairtena Total : $658,000.00 $69,002.62 $54,586.72 $672,415.90
1000.150515X000 hansion & Grounds 512001 F26.114.64 (26, 11464
SE1000 F128,000.00 F0.00 F12¢
1000 150315000 Mansion & Grounds Total : $126,000.00 $0.00 $25.114.64 499,885 .35
1000 .351500%000 Emergency Communicat S12001 F374,244.00 (F374.244.007
SE1000 F434,244.00 F0.00 434 2441
1000.3513500X000 Emergency Communicat Total : $434,244.00 $0.00 $374,244.00 $60,000.00
1001.250100.000 Diwvision of Informat a01058 E1,208,877.00 (B207 772172 215,341 .72
S01060 F212,500.00 (F160,000.007% FE35,561.81
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Notice that adding the two columns has made this report to wide for the page and now is two pages wide.

But, if | go to the Scale to Page, Width and select from the drop down menu, 1 Page

/ Scale To Page Margins

Width: | Automatic] « | Height:

Automatic =

1 pages

2 pages L

3 pages =

4 pages

S pages i

& pages - rlﬂtlﬂ
7 pages
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/ Sca Margins 5,

Width: | 1 pages| = | Height: | £

The report is resized and now fits back on the one page.

D500 DEPARTMENT OF ADMINISTRATION

Budget
Az €1 YT Actuial Balance Batore
Furnd High Lewe] Funtked Frogram - Budget Hay et Expense Cormeniiments
10000000 GEMERAL FURD CI00 D D000L000 ADRSMES TRATION S0014 s0.00 151 251.00 S1ET 13346 2411754
soCEE AT 355 00 (543140007 35T EEE B 5124 55T ||:
ECI0ED EIIT 25500 (EITT.Z 15000 E134 05081 2158819
00T £30 TEZ 00 E13.454.00] 55 800 25 T IEE TS
S1Z001 ST, 405 00 EEOE 35679 5200 51389 165 BE0.90
01003 (000000 ADMINES TRATION Toial: 51553385 04 5159, 7577 51,499,774 30 534351545
CIOT 100000X 000 Technol ogy Ivecs man SE1000 £ TE4 00 15T 562 00 EI5E 35200
0T Techniogy | Taotal: 592,754,040 197, 56200 SIEI5E 00
0117 DS0000K000 ETV Covemage - Lagis S1Z001 5208 TEE.00 (EEE TG 00)
SE1000 EEIE FES.0C SO0 E232 TEE.00
1170500000000 ETV Coverage - Legis Total: 21226900 S0 5213 783,00 S0.00
10001 S0S05X 000 Capitcl Complex Rant 512001 ET15.781.00 (ETIE.TE00)
SE1000 ET19.7E1.00 S0.00 ET18.7E1.00
10001 SHSOSXK000 Capitol Comgiex Fant Total: 71978100 S0LE 5719.781.00 S0.00
1000 1505100000 State House Mainena 512001 554 526 TE (ES,SEE TE)
SE1000 EESE 00000 EES D0 B2 ETIT.O0Z B2
10001 SES100000 513t House Masnena Total: SEEE 00000 59,00 62 554, 53872 SETEA15.90
1000 150515X000 Mansion & Grounss S1Z001 536114654 (EEE114.64)
EE1000 T 00000 =000 T1TE 00000
10041 5051 5K 000 _Mansion & Grounds Total: 51 26.000.00 S0 52611484 53958515
1000 3515000000 Emangoncy Communicat 512001 E374 244,00 (T B44.00]
551000 A3, 244.00 E0.00 434, 244.00
000151 SO0K 000 _Ernangency Commmmical Total: 5414, B 00 S0UmE 537424400 E0D0000
1001 ES0100.000 Division of Informat socEE 51 258 BTT 00 (EESTTTE AT 21534172 518575311
EOI0ED EEE 50000 (BB, 000.00] £535 55181 E1ZZEE 19
S0OTD s0.00 FE117] TE11T S0.00
512001 EEOT ES0.0C RS Z0Z 14 413 21453 SE0E F3T 61
1001_FS0100.000 Division of krormai Total: 53 474 ST 040 5334 15114 51_3940,353. 21 £317.333.31
1001 FS0S00X000 Entarprise Technolog 512001 56080 358 34 (B DE0 268 34)
551000 S1E 11,366 00 S0.00 1251136600
1001_FEHS00X000 Enterprise Technalog Total: 111,166 00 S0UmE 55,080,198 14 5710967 66
1002 350100000 State Technl oy Ope sOCEE SO, 189,00 (50 699 42) 5180 304 68 5104, 054,50
00T 000 £5 559 42 55 5042 E0.00
S1Z001 S1ER011.00 1576 34 576 B29.31 EET 25803
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